Network Services
Open Systems

Office Communicator Installation and Configuration

This document has been designed to assist you in the installation and setup of the Microsoft
Office Communicator program. This program will enable you to instant message, share your
desktop, do audio / video calls, share your “presence”, and transfer files to other users from
your computer.

Prior to installing any software on your computer, please contact your IT department to ensure
proper installation protocols are followed.

Installation

1. Check to see if you already have Microsoft Office Communicator installed. Click on Start then
select All Programs and look for Microsoft Office Communicator 2007 R2.

All Programs »
ice Communicator 2007 RZ

-
iy start

If you find that Microsoft Office Communicator (hereafter referred to as MOC) previously has been

installed, please continue to configuration of MOC in the Setup portion of this document found on

the next page . Otherwise, continue to Step 2. to install the MOC software.

2. Click here to download the Microsoft Office Communicator software. If you are unable to use
this link, please visit Microsoft’s web site listed at the end of this document.

3. After clicking on the link above, you will be asked if you would like to Run or Save the file. Click
Run.

File Download - Secunty Warning

Do you want to run or save this file?

Name:  CommunicatorEval.msi
Type: Windows Installer Package, 14.1MB

From:  download.microsoft.com

Fun ][ Save ]l Cancel |

l-"'\ “while files from the Intermet can be useful, this file type can
. 4 potentially harm your computer. IF you do not trust the ource, do nat
o= 1R of save this software. What's the rigk?

4. The MOC setup (CommunicatorEval.msi) will be downloaded.
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5. Windows will then issue a security warning. Select Run.

Internet Explorer - Security Warning

Do you want to run this software?
Mame: CommunicatorEval.msi
Publisher: Microsoft Corporation

More options Bun ] [ DortRun

‘while files from the Internet can be useful, this file bype can potentially harm
your compuker, Only run software from publishers you trust, What's the risks

6. If you are unable to install the program because of permissions on your machine, call your
Agency IT department for assistance.

Setup

1. The setup for MOC is now unnecessary with fresh installs. In fact, the less that is set up inside
the program, the better. If there is a previous installation of MOC on your computer, it may be
configured incorrectly and you should proceed to step 2. of this setup section. If this was a new
installation, you should see the screens below. The 1* screen should display for a few seconds
followed by the next screen. If this is not the case, please proceed to step 2.

Jeffrey, ... Awvaiable

] 471-6645

Sign-in address:

dean.jeffrey@nebraska. gov

4 Recent Contacks
@ Taylor, Mancy
() Waechter, Kevin
@ Wenzl, Kathey
Klewe, Kristin
@ Svoboda, Earen
@ Mever, Jason
! King, &nnie
Edmonds, Tim
@ Jansen, James
) Rockenbach, John
4 € OCI0 Exchange Team
@ Mever, Jason
@ Splickgerber, Rose
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2. Check to see if MOC is running by looking in the bottom right hand corner of your task bar. If
MOC is running, you will see a small green oval in your task bar. You can click on this icon and
click Open to setup MOC.

My Skatus  #

Sign Ok

Open o
g Comnrunicatar - Signed in [£

3. If you do not find MOC in your task bar, please open the program by clicking on Start then
select All Programs and look for Microsoft Office Communicator 2007 R2.

All Programs
: 14'_5'.[ Microsoft Sffice Communicator 2007 B2

'}

v. Dean  Avail:

E] 471-6645

Tvpe a name

4 Recent Contacks

W Taylor, Mancy EIP
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5. Clicking that small Down Arrow will display a list as pictured below. Select Tools then
Options.

Conneck
Meek Mow
ot s e T D Al in - el S0 el portian o the weindiaaw.
+oelect prn Diser Aot Yiew ,
Add a Contact, .. Tools
Create Mew Group Help 3

Alwaws on Top ’

) waechter, Kevin

@ wenzl, Kathy

Wiew Received Files

View Conversakion Hiskary Klewve. Krishin
i

Set Up Audio and Yideo. .. | Svoboda, Karen

Dial-in Conferencing Settings. .. @ Meyer, Jason

opkions. .. 1 King, &nnig

6. After selecting Options as pictured above, you will see the following screen. Ensure that your
email address is populated in the Sign-in address: box, then click on Advanced near the top
right corner.

Office Communicator, - Options

Personal Iy accounk

Phones Sign-in address: | firstname.lastname@nebraska, gov | [ Advanced..,

Alerts

General Automatically stark Communicator when I log on to Windows
Skatus
Show me as Inactive when my computer has been idle For this many minutes:
Show me as Away when my stabus has been Inactive For this many minutes: 15 :

Personal information manager

|Microsoft Office Outlook {Contacts, Calendar, Out of Office, missed call e-mail, etc.) v|

Display my Qutlook Gut of OFfice information ko contacts in my Personal, Team and Company access
levels

Update my presence based on my Outlook calendar information

Shows meeting subject and location to contacts in my Team access level
Save my instant message conversations in the Outlook Conversation History Folder

[[]5ave my call logs in the Gutlook Conversation History Folder

QK ][ Cancel ][ Help ]
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7. On this screen we need to ensure that Automatic Configuration is selected. This is very
important. Any other configuration on this page will cause errors. Click on OK after Automatic
Configuration is selected as shown below.

Advanced Connection Settings

Select the method vou want to uge o configure wour connection settings.

{(*)ity tornatic configuratior:

() Manual configuration

Ok ] ’ Cancel ]

8. Once you have clicked OK, you will see the following screen again. Click OK once again on this
screen. You have now been configured and are able to use MOC.

Dffice Communicator - Dptions

Personal Iy accounk

Phanes Sigr-in address: | firstname lastname@nebraska . gov | [ Adwanced...
Alerts

General Automatically stark Communicator when I log on ko Windows

Skakus

Show me as Inactive when my computer has been idle For this many minutes:

Shaw me as Away when my status has been Inactive For this many minutes:

Personal information manager

|Microsoft Office Outlook {Contacts, Calendar, Out of Office, missed call e-mail, etc.) v |

Display my Outlook Ouk of Office information to contacts in my Personal, Team and Company access
lewvels

Update my presence based on my Qutlook calendar information

Showe meeting subject and location ko contacts in my Team access level
Save my instant message conversations in the Outlook Conwversation History Folder

[ 5ave my call logs in the Outlook Conversation History Folder

l [0]4 H Cancel H Help ]
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9. After clicking OK, you will be brought to the MOC login page which will briefly display Cancel
Sign In then bring you into MOC. That’s it! Enjoy using MOC!

Jeffrey, ...
] 471-6645

Sign-in address:

dean. jeffrev@netbraska, goy

4 Recent Contacks

@ Taylor, Mancy
() Waechter, Kevin

W Wenzl, Eathy

Klewve, Kristin

@ Svoboda, Earen

Cancel Sign In

@ Meyer, Jason
) King, Annig
Edmonds, Tim
@ Jansen, James
) Rockenbach, Jobn
4 €8 0CI10 Exchange Team

@ Meyer, Jason

@ 5plitkgerber, Rose

If you have any technical questions please contact:

Office of the CIO Help Desk
cio.help@nebraska.gov
402-471-4636 or 800-982-2468

Microsoft Office Communicator Download Site:

http://download.microsoft.com/download/E/2/B/E2B88A20-CC84-4F29-8C15-
751ADFB8FOBF/CommunicatorEval.msi
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